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CHAPI'ER . I 
Il'rrRODUCTION 
Statement of the · Problem 
The maJor purposes of this survey were to ascertain the effectiveness 
of the Medical Secretarial Program at The Fisher School tor training 
medical secretaries through a survey of the graduates of the classes of 
1943 through 1949 and to interpret the implications of the findings tor 
curricullDil revision. 
Analysis of the Problem 
Any school for training secretaries for positions in specialized 
professions has the problem of keeping the program up to date with the 
actual demands of the field • 
The specific purposes of this study were as follows: 
1. To ascertain details of starting salary, present salary, and 
maximum sakry, 8Dd to obtain data concerni.Dg hours of 
em:plo11J18nt. 
2. To determine the frequency of performance ot the maJor 
secretarial duties and laboratory or medical activities. 
3. To determine the opinions of the gr.aduatee concerning the 
importance of selected personal qualifications to the 
success of the medical secretary. 
4. To ascertain which subJects taken in higb school provide 
helpful background for traini.ns as a medical secretary. 
5. To ascertain the degree of usefulness of the required and 
elect! ve subJects taken as background for the present Job, 
and to ascertain which subJects, in the opinion of the 
graduates, should be strengthened. 
6. To determine the courses or tra1n1ng relating to the work 
of the medical secretar,r that have been taken br the 
graduates since leaving Fisher. 
7. To determine the graduates' rec011111lendations concerning the 
subjects or training which should be offered in the two-
rear Medical Secretarial Curriculum. 
8. To determine the titles of the positions of the graduates 
and the specialized work of their emplorers. 
The subordinate problem included. in the surver was to determine 
the adequacr of the training received at Fisher as preparation for the 
first job. 
Justification of the Problem 
The administrative staff of The Fisher School--The President, The 
Dean of Instruction, The Instructor in Medical SubJects, The Director o:f' 
Placement, and The Admissions Counselor--desired in:f'ormation that would 
help in maintaining an up-to-date curriculum. Ther also desired infor-
mation concerning Job activities of the graduates, salaries, and 
opportunities for advancement. The sta:f'f desired information conce~Ins 
the importance of personal qualifications, helptulness of high school 
subJects, usefulness of Fisher training, and related training taken 
since graduation :tram Fisher. The data will be useful in guidance, 
counseli.ns, in curriculum revision, and in placement. 
In order to assist those members of the sta:f'f concerned with 
instruction, a survey was made of the frequency of various duties 
performed on the Job; the usefulness of various subjects as background 
for the Job; the laboratorr or medical activities performed; the courses 
or training not offered at Fisher which would be recommended as additions 
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to the two-year Medical Secretarial Course, and the adequacy of Fisher 
training to meet tbe requirements of the first Job. 
Information of particular interest and assistance to the placement 
staff was included in a survey of the specialized work of the employer; 
the title of the position held; the number of years employed; details 
of, salary and hours, with provision for overtime pay; the importance of 
personal qualifications to the success of the Medical Secretary; duties 
found moat interesting; the names and locations of the hospitals .where 
volunteer work was dane, and ti tlea of the Jobs filled. 
The interests of the admissions staff were considered in obtaining 
information concerning high school subJects considered helpful as back-
ground for medical secretarial training. In public relatione work, all 
information relating to training for the Job and activities and conditione 
on the Job are helpful. 
OrgaDization of the Study 
In the first chapter, t he statement and analysis of the problem are 
presented. In the second chapter, the related 11 terature 1e presented. 
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In the third chapter, the method of procedure is eUDIDBrized. In the fourth 
chapter, the date. are analyzed and interpreted. In the fifth chapter, the 
findings are summarized and recommendations made. 
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CHAPTER U 
REvll:t ' OF RELATED RESEARCH 
A review of three s tudies similar to the one under investigation is 
given in this chapter. These studies include a follow-up of the fltudents 
of a secretarial school, a follow-up of the business administration graduates 
of a college, and a study of the effectiveness of the business t6acher~ 
education curriculum at a teachers college, with implications for curriculnm 
revision. 
M. Jacqueline Cameral made a follow-up study of the students of the 
X Secretarial School, a private secretarial school located Just outside 
of Boston, Massachusetts . This study had two obJectives: 
1 . To determine to what extent the training received at 
the X Secretarial School has aided the students in 
their employment since leaving the school. 
2. To suggest a revised secretarial course of study based 
upon the findings of this survey, to meet the demands of 
the business man. 
The majority of the students were employed in secretarial, executive 
or specialized positions, the X School having placed fewer than ten per 
cent of these students in their positions. 
The maJority of the graduates worked a 40-hour week and their average 
s lari was $35. a we~k. 
lca.mera, M. Jacqueline, !!_ Follow-~ Study £! ~ Students ~ ~ 
X.Secr.etarial School, Master ' s Thesis, Boston University, 1947, pp. 71-74. 
- . 
Activities performed most frequently- included typing and taking 
dictation. Typing duties moat frequently performed included typing 
stencils, typing from rough draft copy-, and composing letters at the 
typewriter. Little work was done on cards, manuscripts, reports, or 
payrolls. The rate of shorthand dictation ranged frau. 60 to 140 words 
a minute. The length of dictation interval ranged from 16 seconds to 
one hour. The maJority- of the students did filing but did not do book-
keeping, while Httle over 20 per cent of the people operated office 
machines. 
Such items as stenciling, lllimeographing, operating office machines, 
and checkins accounts were among those that the students believed would 
have helped them in their work if they- could have received training in 
these skills in school. A refresher course in shorthand and typewriting 
was the only- business instruction taken since leaving the X Secretarial 
School. 
To meet the demands of b'!Winesa, aOI!Ie che.nges or add1 tiona were 
indicated for the X Secretarial School curriculum: A short course in 
office techniques : to include such i teme as off:f.ce etiquette, business 
dress and grooming, personnel technique, and the proper use of the tele-
phc:me in business offices; training in taking dictation for long periods 
of time, and transcription under pressure; practice in typing from rough 
draft and in composing at the typewriter; a short course in business 
mathematics; a course in alphabetic filing; instruction on at least one 
calculator and one duplicator. 
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Dougl.B,s A. Chandlert made a follow-up study of 383 graduates of the 
business admdnistration department of Blank College 1n the classes of 
1929 through 1931, and 1937 through 1939 to discover whether the training 
program was an adequate means of preparation for the initisl. positions 
which graduates secure. For purposes of the follow-up study he divided 
the graduates in the two groups 1n order to study contrasts and observe 
· trends 1n presenting the data for both groupe. 
lie found that: 
1. Those businesses which reflected decreased employment 
possibilities represent the conventional old-line fir.ms, 
whereas the companies which offered increased work 
opportunities are representative of the newer 1 so-called 
"service" and "consumer goods" types of organizations. 
2. Clerical work provided the maJor initial employment 
possibility for the graduates. Opportunities in 
stenography increased, while opportunities decreased 
in bookkeeping, accounting, and retail selling for the 
graduates of 1937 through 1939. 
3. A gradual reduction 1n the beginning salary scala was 
noted. The average beginning salary for the men of the 
class of 1929 was $20, and for the men of the class of 
1939 was $15.65. 
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!chandler, Dougle.s A. , ! Follow-~ !!!, the Business Administrati~ 
Graduates!!!, Blank College, Master's Thesis, Boston University, 1§40, pp. 54--63. 
4. The maJority of the respondents save positive reasons 
for leaving the initial Job;· to get more responsibility, 
to have a better chance for advancement, to secure better 
working condi tiona, and to get an increase in salary. 
The courses which were most valuable as :media for preparation for 
Job duties were business mathematics, accounting, typewriting, corre-
spondence, English, and saleamanship. Economics, business law, corpora-
tion finance, and marketing were considered most valuable for general 
business understanding. 
About 50 per cent of the graduates who had been out in business for 
three ieare or over took additional courses of same kind. The desire for 
addi tiona! bac:Jcsround was the maJor reason for further study' given by 
both groupe. The desire for a degree was a further compelling reason 
for continuing the formal educational program. 
Chandler advocated that increased attention should be given in the 
curriculum to the problems, :methods and procedures involved. in service 
_organizations because graduates are finding employment in this kind of 
business. He further concludes that the growing importance of clerical 
occupations as a source of initial Jobs necessitates providing adequate 
courses designed to build the skills necessary in clerical Jobs. The 
presence of adequate materials devoted to the building of desirable 
personality tr.aits is important to the _success of the graduates in 
getting a job and in continuing to render a service in it. 
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Joseph Patrick Dougherty! made a study of the effectiveness of the 
business teacher education ~ ot Teachers College of Connecticut 
through a follow-up ot 96 ot the graduates of the classes of 1936 tllroush 
He found that the maJor! ty of the respondents remained in the 
teaching field. His study shows that the subJects most frequently 
taught bJ the graduates were typing, bookkeep1Jle, shorthand, business 
mathematics, Junior business training, office practice, economic geos-
raphJ, law, and retailing. 
Ten graduates held administrative or supervisory positions without 
the benefit of a Master's Degree. Thirty-eight respondents indicated 
that they bad done graduate work. Dougb.ert1 indicated that, in general, 
the courses the graduates studied at Teachers College have proven to be 
useful in their teaching situations. 
He found, however, that certain courses were reported as being 
"not useful" and should be discontinued or reorganized. Others were 
8 
reported to be useful but 1n need of "strengthening. " The course entitled 
"FOWldations of Business Education" should be reorganized to meet the needs 
ot the students, and the courses entitled ''Business Organization and 
Finance," "Principles and Methods of Sec~ Education," and "History 
and Ph11osophJ of Education" should be strengthened in content, since a 
ma.Jori ty of the gradua tea found them to be not usetul. 
lDougherty, Joseph P., !_Study of !.!! Effectiveness 2!!.!! 1936-~ 
Business Teachers Education Curriculum !! Teachers College S!!, Connecticut, 
with Implications tor Curriculum Revision, Master's Thesis, Boston 
University, 1950, PP. 50-56. 
DoughertT has tabulated the degree of usefulness of subJects included 
1n the separate fields of accounting, tY.Pewriting, shorthand, office 
machines and office practice, social business, distributive education, 
methods, and professional ed1lcatio~. Re J."·eco~e~cls , that since very few 
people atudT the full program of distributive education that is offered, 
certain courses be reorganized and strengthened 1n content for the use of 
all students. 
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Be recODIDISnds that the :f'ollow.ing courses be reorganized and strengthened 
1n content: office practi.ee, office machines, elementary" and advanced 
business law, and business correspondence. He augsests that all the methods 
courses be revised and reorganized to include training in how to provide 
:for high school pupils' interests, needs and individual differences. 
Preparation for sponsorship of extracurricular activities was found 
to be :favored by 70.6 per cent of the respondents, who recommended def1n1 te 
training in undergraduate work. 
Dougherty concludes that systematic follow-up studies should be 
conducted which will enable the collese faculty- to keep in close contact 
with their graduates and the demands of teaching, in order that the 
curriculum may be adJusted accordingly. 
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CHAl'TER III 
PROCEDURES 
1. Permission was obtained :from the president of The Fisher School 
to conduct the survey. 
2. In order that the findings may be useful in counseling, in 
placement, and in a revision of' the curriculum, consultations were held 
with the following staff members who are interested in the results: the 
dean of instruction, the instructor in medical subJects, the placement 
director, and the admissions counselor. 
3. A questionnaire was then prepared, covering the points stressed 
by the staff' members and it was submitted to these staff members tor their 
approval. 
4. The instrument was next presented before the seminar in business 
education at Boston University to obtain suggestions and criticisms for 
revising the instrument. Using the suggestions of the seminar, the 
instrument was revised in final form. 
5. Questionnaires, together with letters of' transmittal, were 
sent on August ll, 1950 to the 154 1Medical Secretarial Curriculum 
- ............ -.-.•-·--·-•· I . •· • 
Graduates of' the classes of 1943 through 1949. At the end of a month, 
~~eplies Aad been received. 
6. A follow-up postal card was sent to the 98 graduates who had not 
replied, and as a result, six completed questionnaires were returned. A 
to~~_graduates_rep~i~, siX of whom (9.67~) indicated that they-
had not used. t heir medical traini.rlg in the secretarial posi tiona held. 
The .. 56 completed questionnaires have been used in making the titbulationa 
----- -- ~ ~- -- --
shown in Chapter IV. 
In tabulattng the responses to certain questions, the replies of 
each class are shown se:parately. In tabulating the respoo.ses to other 
questions, the total onl.7 is shown, since a break-down ot date. 1s not 
helpful. 
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CHAPTER IV 
RESULTS OF THE SURVEY 
As a result of sending questionnaires to the 154 sraduates of the 
Medical Secretarial Course 1 56 replies were received at the end of one 
month. Six responses were received as the result of sending a follow-up 
poet card to the 98 remaining graduates. A total of 62 responses were 
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received. Six of these respondents had not used their medical secretarial 
training. The number of questionnaires completed, therefore , totaled 56, 
and from these 56 responses the tabulations in this chapter have been made. 
TABLE I 
ANALYSIS OF THE RESPONSES TO THE QUESTIONNAIRE 
Class Class Class Class Class Class Class 
of of of of of of of All 1943 l944 1945 1946 1947 1948 1949 Classes 
Number of questionnaires 8 ll 12 
sent 
24 27 36 36 154 
Number of replies 2 4 3 
received 
4 9 19 21 62 
Graduates not using 0 0 0 1 l 2 2 6 
medical training 
Number of questionnaires 2 4 3 3 8 17 19 56 
completed 
In tabulating the answers to the responses to the questionnaire, the 
first item discussed is No. 6, since it is the first item which pertains to 
the actual survey. 
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TABLE II 
SPECIALIZED WORK OF EMPLOlERS OF THE MEDICAL SECRETARIES 
Class Class Class Class Claea Class Class 
Specialized work of of of of of of of of All 
employer 1943 194!~ 1945 1946 1947 1948 1949 Cle.ssee 
Doctor 1 3 3 3 5 10 12 37 
Cardiolo~at , 
Ear, nose, throat 1 1 
--Internal medicine l. 2 
Medical examdner 1 
Obstetrician and 2 1 
gynecologist 
Ophthalmologist 1 
Orthopedic surgeon 1 1 2 
Patholorlst 1 1 
Pediatrician 1 1 
Proctologist 1 
Pulmonary tubercu- 1 
los is 
Radiologist 1 1 1 
RoentRenologist 1--- 1 ··-
SurReon 1 1 1 l :1 1 
Urolcp;ist 1 
No field indicated l 2 
Hospital 1 1 3 7 6 18 
Public health 1 1 
Aa shown in TAiiLE II, 37 graduates work in doctors ' offices, 18 in 
hospitals, and one works in the field of public health. 
Of the 37 young women employed by doctors, all except three indicated 
the :field o:f specialization. The distribution of the 34 specializations 
is as :follows: surgery, 28; orthopedic surgery, :four; internal medicine, 
three; obstetrics end gynecology, three; radiology, three; ear, nose and 
throat, two; pathology, two; pediatrics, two; one doctor 1n each of the 
fields of' cardiology, medical examining, ophthalmology, proctology, 
pulmonary tubercul.osie, roentgenology, and urology. 
14 
TABI..E' III 
NUMBER OF YEARS MEDICAL SECRETARIES HAVE BEEN ON PRESENT JOBS 
Class Class Cla.ss Class Class Class Class 
Number of years of of of of of of of All 
1943 1944 1945 1946 1947 1948 1949 Classes 
One 2 1 2 4 19 28 
i Two l 1 1 13 16 
Three 1 5 6 
Four 1 1 
Five 1 2 3 
Six 0 
Seven 2 2 
TABLE III shows the number of years each ~uate has been employed 
in her present position. Both young women who graduated seven years ago, 
1n 1943, ha.ve held their positions for seven years. Of the young women 
who graduated previous to the study, one has as much as five years of 
service, and three have held their jobs one or two years. Two of the 
1945 graduates have retained their jobs taken five years ago, while one 
graduate has been two yeara an her Job. Of t he three graduates of four 
years ago, one has been working in her present Job for four years, one 
for three, and one for one year. Of the eight graduates of 1947, five 
have been on the present Job for three years, one for t wo years, and two 
for one year. Of the class of 1948, thirteen have held their present Jobs 
·for two years, and four have held theirs f'or one year. As would be expected, 
all nineteen of' the graduates of' 1949 have been in their positions f'or one 
year. 
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TABLE IV 
TITLE OF PRESENT JOB 
-
Class Class Class Class Class Class Class 
Title of of of of of of of All 
1943 1944 1945 1946 1947 1948 1949 Cle.s see 
Medical secretary 1 1 1 1 1 7 11 2~ 
Medical stenographer 
_3 3 6 
Medical secretary and 1 1 1 1 l 5 
assistant 
·· - ·-·-···· 
-·-·- - - ---- --- I-- -
Medical secretary and 1 l 2 4 
teclmician 
Medical secretary and 1 l . 1 3 
office nurse 
Record librarian and 1 2 3 
steno~a:oher 
Medical social service 2 2 
secretary 
X-ray and laboratory 2 2 
teclmician 
Assistant purchasing 1 • 1 
agent and secretary 
Medical correspondent 1 1 
Medical secretary in 1 1 
"'B.tholoRY la.bo,..A.+.o,..v 
Medical secretary in 1 1 
radiology department 
Private secretary '1 1 
Secretary and bookkeeper 1 1 
TABLE· I V shows the job title of the graduates. At the time of the stady, 
23 graduates had the title of medical secretary; six, medical stenographer; 
five, medical eecreta.r;y and assistant; and fo-ur, medical secretary and tech-
nician. Three graduates held each of the following titles: medical social 
service secretary, X-ray and laboratory technician. The followtns titles 
were held by one graduate each: assistant purchasing agent and secretary, 
medical correspondent, medical secretary in pathology laboratory, medical 
secretary in radiology department, private secretary, secretary and book-
keeper. Two graduates gave no answer. 
. 
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TAE:.E V 
PRESEm' SALARY PER WEK OF MEDICAL SECRETARIES 
Class Class Class Class Class Class Class 
Present salary per week of of of of of of of 
1943 1944 1945 1946 1947 1948 1949 
$20 - 24 l . l 
25-29 l 1 
30 - 34 1 3 4 
35 - 39 l l l 5 4 11 
40 - 44 l l 1 4 1 
45 - 49 l 4 1 50-54 1 l 1 1. 
55 - 59 1 
No answer 1 1 
Including room 
Yea l l 1 
No 2 2 2 2 6 15 15 
No answer 1 1 1 1 1 4 
Including meals 
Yes 1 3 6 1 
No 2 2 2 2 5 10 . 14 
No answer 1 1 1 4 
., \: 
. . 
Including· laundry 
Yes 2 1 3 5 2 
Jfo 2.•, 1 2 1 4 11 13 
No answer 1 1 1 1 1 4 
TABLE V shows the range of the present salaries of t he graduates. The 
salaries of the two young women who graduated 1n 1943 are in the two highest 
salary brackets, the $50-$59 range. The salaries of the f our graduates of 
t he 1944 class are not concentrated 1n any ranee, but tend to be considerably 
lower. The writer would like to point out that the salary in the $20-$25 
range carries with it room, board, and laundry. The salari es of the class 
of 1945 are narrowed to the ranges between $35 and $44. The salaries of 
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the class of 1947 show a concentration in the $35-$49 range. The salary 
in the $20-$24 range carries with it room, board, and laundry. The salaries 
of the graduates of the class of 1948 show a concentration around the $40 
mark. The salaries of the 1949 cla•s are concentrated heavily 1n the 
$35-$39 range. 
A free rocm is provided with three of the posi tiona, free meal.s in 11 
cases, and laundry" of uniforms in 13 cases. 
T.A13LE VI 
STARTING SALARY PER WE:EK OF MEDICAL SECRETARIES 
Class Class Class Class Class Class Class 
Starting salary of of of of of of of 
1943 1944 1945 1946 1947 1948 1949 
$15 - 19 1 l 
20 - 24 1 
. 25-29 2 1 2 1 2 .. 1 2. 
30 - 34 1 1 2 2 9 8 
35 - 39 1 l 2 6 
40 - 44 1 3 
45 - 49 1 
50 -54 1 1 
No answer 1 1 
Median starting salary 32.50 33.33 34.36 
TABLE VI shows the starting sa1ar;y range for each graduating class. 
The last three classes show a concentration in the bracket of $30-$34, 
although the range is wide for the start1ng salaries of those years. The 
median salaries for each of the three years are as follows: 1947, $32. 50; 
1948, $33·33; 1949, $34.36. 
TABLE VII 
MAXIMUM SALARIES POOSmLE PER WEEK FOR MEDICAL SECRETARIES 
Class Class Class Class Class Class Class 
Max1 nnun sal ary in ot of ot of of ot ot All 
present position 1943 1944 1945 1946 1947 1948 1949 Classes 
$30 - 34 1 1 
35 - 39 l 3 4 
40 - 44 2 2 
45 - 49 2 1 3 
50 - 54 1 1 2 
55 - 59 1 1 2 
60 - 64 1 l 
65 and over l 1 
No answer l 4 3 3 6 13 10 40 
The :maJor1 ty ot the respondents, as shown in TABLE VII, indica ted a 
possible ma.xi.m.Um salary of $35-$39 per week, while replies r8118ed from 
me at $30 -$34 per week to one at $65 or over a week. The mean maximum 
salary bracket indicated by the 16 responses is $35-$39 per week. Forty 
graduates did not answer. 
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TABLE VIII 
OPPORTUNITY FOR PROMOTION TO A HIGHER POSITION 
Opportuni t;r for Class Class Class Class Class Class Class 
promotion to ot ot . ~ of ot of ot ot All 
h i gher position 1943 1944 1945 1946 1947 1948 1949 Classes 
Yes l 4 4 8 17 
No 2 2 3 2 3 13 10 35 
No answer l 2 1 4 
Ma:ximim salary 
Up to $39 1 1 $40 - 49 r 1 
50- 59 1 .. 1 
60 - 69 0 
70 - 79 1 1 
80 and above 1 1 
No answer 41, 2 6 12 
TABLE VIII shows the opportuni t;r for pr omoti on to a higher poai tion 
than the one now held. Seventeen graduates indicated that there exists 
the opportunit;r for promotion , while 35 indicated no opportunity for 
promotion. Four did not answer. Of the 17 who indicated an opportunit;r 
tor prcaotion, f i ve indicated the maximum ea.lary. One graduate indicated 
a !Da%~·:salar;r in Mch of the followinS brackets: up to $39; $40-~9; 
$50-$59; $80 and above. 
TABLE IX 
PROVISION FOR OVERTIME PAY 
Provision for Class Class Class Class Class Class Class All 
overtime pay of 1 of of of of of of Classes 
1943 1944 1945 1946 1947 1948 1949 
Yes 1 2 1 2 6 
No 2 3 2 3 5 ,.15. 15 45 
Given time 1 l 2 
off 
No answer 1 l 1 3 
TABLE IX shows the number of graduates who are paid for overtime. 
Of the 56 graduates answer1ns, six indicated that they are paid for 
overtiiDe,; 45, that they are not; two, that they are given time off to 
compensate for overtime,; three gave no answer. 
TABLE X 
NUMBER OF DAYS WORKED PER WEEK 
Number of days Class Class Class Class Class Class Class All 
worked per of of of of of of of Classes 
week 1943 1944 1945 1946 1947 1948 1949 
Four 1 1 
Five 1 1 2 2 3 8 17 
F ive and one- ]. 2 2 l. 5 1.4 9 34 
half' 
Six 1 1 2 4 
TABLE X shows the number of days per week that each graduate works. 
Of t he 56 replies, 34 indicated a five and one-balf'-day week,; 17, a five-
day week; four, a six-day week; and one, a four-day week. 
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TABLE XI 
NUMBER OF HOURS WORKED PER DAY 
Class · Class Class Class Class Class Class 
Hours per day of of of of of of of All 
worked 1943 1944 1945 1946 1947 1948 1949 Classes 
Q:OO - 5:00 l 2 1 ' 3 7 9 2~ 
8:30 - 5:00 l l 2 lL 
9:00 "' 5: 30 l _2_ l ll 
8:30 - 4:30 2 2 4 
8:00 - 5:00 l 1 ~ lL 
8:00 - 4:00 l l 2 
8:00 - 4:30 l l 2 
8:30 - 4:00 l l 
8:00 - 3:00 l l 
9:00 - 6:00 l l 
9:30 - 6:00 l 1 
8:00 - 3:45 l l 
8:00 to an l l 
indefinite 
hour 
8:30 - 5:30 l l 
10:00 - 6:00 l l 
11:00 - 5:00 l l 
Split shifts, l l l l 4 
eight-hour 
day 
Additional (l) (2) (3) 
evM"'1nas 
Additional. (l) (l) (2) 
Sundays 
TAm.E XI shows the hours worked per day. The greater concentration 
of answers lies 1n the nine-to..,fi ve category, but 1n four cases the hours 
are irresular: one graduate indicated "eight-to-indefinite"; four 
sraauates indicated split shifts of eight hours; three indicated that 
they work eveninss; and two indicated that they work Sundays in addition 
to resular time. 
In TABLE XII is shown the frequency of duties performed on the Job • 
• Forty-five respondents "often pertorm" filinB records; 41, receptionist 
duties; 33, dictation 8lid transcription of case histories; 30, dictation 
and transcription of correspondence; 23, assisting at examinations; 23, 
bookkeeping; 18, filing X-ray plates; 15, working 1n laboratory. 
Fifteen respondents indicated that they "occasionally" perform 
dictation and transcription of correspondence. Fifteen respondents 
"seldom" assist at examinations, and 14 "seldom" work 1n the laboratory. 
It may be assumed that the items not checked were not performed at all. 
Twenty-three r e_apondents do not tile X-ray plates , 22· do not . work 1n the 
laboratory, and 15 do not do bookkeeping. 
Thirty-six "other duties" were listed by the graduates. 
TABLE XIII shows the laboratory and medical duties performed b;y the 
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thirty-two graduates who replied to this question. Of the basic techniques 
presented 1n the laboratory course required of all medical secretarial 
students, sterilization of instruments was performed by 29; urinalysis, 20; 
blood examination, 18; taking temperature, pulse, and respiration, 14; 
metabolism testing, ten; takinS blood pressure, nine; using X -ray, s ix• 
Twelve other laboratory and medical duties were listed by the .graduates. 
Twenty-four graduates did not answer this question. 
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TABLE XII 
FREQUENCY OF OOTIES PERFORMED ON PRESENT JOB 
All Classes 
Duties performed on present Job 
Often Occasi on- Seldom Not 
ally Checked 
Filing records 45 8 0 3 
Receptionist duties 41 8 l 6 
Dictation and transcription of 33 7 9 7 
case histories 
Dictation and transcription of 30 15 7 4 
correspondence 
Assisting at examinations 23 6 15 12 
Bookkeeping 23 9 9 15 
Filing X-ray plates 18 2 13 23 
Working in laboratory 
•. 
15 5 ll~ 22 
Other d'l..rt.h'IH 
i~aisting with minor surgery 8 
Giving 1nJectiona and vaccinations 5 
Taking X -rays -; 4 
Tidying office and e.xamining room 4 
,P.cheQ.:u.l~ . op~r(ltions 3 
Machine transcription 3 
Making out 1early reports 3 
Staff conference dictation 3 
Sterilizing instruments and gloves 3 
Telephonin8 3 
Taking X-ray and operatins room 3 
dictation 
Admitting and discnarging patients 2 
Answering correspondence 2 
Arranging E K G' s 2 
Attending court hearings far hospital 2 
Diagnosis typing and tiling 2 
D.l'"essings 2 
Filling insurance forma 2 
Interviewing patients 2 
Making appointment s 2 
Orsanizing research for publication 2 
Assisttng in sigmoidoscopy 1 
• Other duties (conttnued) 
Assisting with teaching 
Attending clinic 
Audiometric examinations 
Charting patients 
Intravenous feedings 
Laboratory reports 
Preparing inventories 
Preparing and draping patients 
Phy'siotherap;r 
Receiving and checking out bodies 
in the morgue 
Secretarial research 
Sorting films 
Surgical preps 
Taking notes at autopsies 
1 
l 
l 
l 
l 
l 
1 
l 
l 
1 
l 
l 
l 
l 
24 
25 
TABLE XIII 
LA:BORATORY AND MEDICAL Wl'IES PERFORMED 
Class Class Class Class Class Class Class 
Laboratory and medical of of of of ot of of All duties performed 1943 1944 1945 1946 1947 1948 1949 Classes 
Blood examinat ions l ~ 2 l '5 6 1A 
Urinalysis l l 3 2 l I) 7 ~0 
Blood pressure l l 1 1 3· 2 Q 
Metabo11am 1 1 1 2 
"' 
10 
Sterili zation of 1 2 2 2 4 7 11 29 instruments 
Temperature , pulse , 1 2 2 3 6 14 
respirat ion 
X-ray l 1 3 l 6 
Other duties 
Blood swmrs l 1 
Chemistey, serolo&J 1 l 1 bacteriology 
Diathoriii l 1 2 E K G l 1 
Giving histemine l 1 
treatments 
InJections 1 l 2 
Massage 1 1 
Nurses aide 1 1 
Preparing, draping l l 2 
na.t i AntA 
Preparing ina- s l l for operat i ons 1 
i njectiona 
Scratch t est ing f or l l 
all~riOt.V 
Testing feces f or l l 
occult blood 
Not checked l 2 4 10 7 24 
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TABLE XIV 
IMPORTABCE OF PERSONAL QUALIFICATIONS TO Tlm SUCCESS OF A 
MEDICAL SECRETARY 
All Classes 
Very Not 
Personal qua1ificatians Important Important Important 
Adaptability 46 9/ 0 
Contact qualifications 44 12 0 
Disposition 44 l2 0 
Personality 40 16 0 
Appearance 37 1.8 0 
Conduct 35 19 2 
Native intelligence 29 25 1 
Health 24 31 1 
Background 16 31 4 
Confidence 16 26 10 
26 
Not 
Checked 
1 
0 
0 
0 
l. 
0 
1 
0 
5 
4 
The importance of personal qualifications to the success of the 
medical secretary is shown in TABLE XIV. The total responses are shown. 
Forty-six _respondents considered adaptability to be "very important. " 
Confidence was considered "very important" by 44 respondents; disposition, 
by 44; personality, 40; appearance, 37; conduct, 35; native intelligence, 
29; health, 24; background, 16; contact qualifications, 16. 
The five personal qualifications considered most important by the 
respondents were considered by 19 to 31 respondents to be only "important." 
Contact qualifications, considered by 16 to be "very 1.Jil.portant" were 
considered by ten respondents to be "not important." 
TABLE XV 
DUTIES FotmD M:>ST INTERESTING BY THE MEDICAL SECRETARIES 
Duties 
Examining patients 
Laboratory work 
Admitting patients 
X-ray taking and developing 
Assisting in office operations 
Conference dictation 
Dictation of social service cases 
Interviewing 
Secretarial research 
Taking dictation at clinic and at autopsies 
Transcribing medical histories 
Bookkeeping 
Explaining clinical teaching 
Medical duties 
Purchasing 
Stenography' 1n operating room 
Traveling - visiting various hospitals 
X-ray dictation 
No answer 
All Classes 
15 
9 
4 
4 
3 
3 
2 
2 
2 
2 
2 
1 
1 
1 
1 
.1 
1 
1 
10 
A listing of the duties found :most interesting is shown in TABLE XV. 
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Fifteen graduates indicated that eX6lll1ning patients was most intereatine .Pild 
nine indicated laboratory work; Four listed each of the following: adm1 t-
ting patients, taking and developing X-rays. Three found assisting in 
office operations and taking conference dictation to be most interesting. 
Two graduates listed the followins duties: dictation of social service 
cases, interviewing, secretarial research, taking dictation at clinic and 
autopsies, transcribing medical histories. One graduate listed each of the 
folloVinS: bookkeeping, explaining clinical teaching, medical duties, 
purchasing, stenography in operating room, visiting different hospi tale, 
taking X-ray dictation. Ten graduates did not answer the question. 
TP.BLE XVI 
USEFULlfESS OF HIGH SCHOOL stmJECTS TO THE 
MEDICAL SECRETARY 
High school subJects All Classes 
Latin 46 
Biology 44 
Chemistr7 39 
Mathematics 34 
General science 24 
English 18 
German 2 
French 2 
Phy-sics 1 
Not checked 1 
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The usetulnesa of high school subjects to the medical secretary is 
shown by- the responses tabulated in TABLE XVI. Forty--six respondents 
found Latin to be important as background tor the Job. Biology vas 
found useful by- 44. Chemistry- was considered useful by- 39; mathematics, 
34; general science, 24; English, 18; Ger.man, two; French, two; phy-sics, 
one. One graduate did not answer the question. 
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TABLE XVII 
USEFULNESS OF THE MEDICAL SECBETARIAL PROGRAM 
AS BACKGROUND FOR PRESDT POSITIOB 
All Classes 
Medical secretarial Very Fair!1' Not Should be Not 
subjects Useful Useful Useful Strengthened Checked 
I 
.. 
Red Cross first aid 6 18 
-9 4 9 
Medical orientation lectures -· 27 15 .6 4 4 
Medical terminology 46 1 0 13 4 
Medical dictation and 39 9 2 6 3 
transcription 
Anatomy end physiology 42 13 0 9 2 
Medical laboratory techniques 21 13 15 8 5 
Psychology 21 21 5 5 5 
PatholOQ 17 17 9 5 9 
Bacteriology 11 13 16 . 5 12 
Pharmacology 12 13 16 6 9 
Volunteer hospital vork 26 23 3 4 2 
Business organization 24 21 4 2 5 
Personality development 29 15 3 5 4 
Speech 18 19 11 0 8 
Law 3 19 28 0 8 
The usefulness of the Medical Secretarial program as training for the 
Job i s shown 1n TABLE XVII. Fifteen subjects, some elective, others 
r equii!ed , are considered as to degree of usefulness for the Job. Oppor-
tuni t y vas given to indicate which subjects, in the opinion of the_ graduates, 
should be strengthened. The lists of subJects, arranged in order of fre-
quency of responses and classified according to degree of usefulness, are 
as follows: · 
Medical terminology 
Anat0111 and phyaiolou 
Medical dictation and transcription 
Personality development 
Medical orientation lectures 
Volunteer hospital work 
Business orsanization 
Medical laboratory techniques 
Psychology 
Speech 
Pathology 
Pharmacology 
Bacteriology 
Red Crose first aid 
Law 
Volunteer hospital work 
Psychology 
Business organization 
Speech 
La.w 
Red Crose first aid 
Pathology 
Medical orientation lectures 
Personality development 
AnataDJ and physiology 
Medical laboratory techniques 
Bacteriology 
Pharmacology 
Medical dictation and transcription 
Medical terminology 
Law 
Red Cross first aid 
Bacteriology 
Pharmacology 
Medical laboratory techniques 
Speech 
Pathology 
Medical orientation lectures 
Psychology 
Business organization 
Volunteer hospital work 
Personality development 
Medical dictation and transcription 
Very useful. 
46 
42 
39 
29 
27 
26 
24 
21 
21 
18 
17 
12 
11 
6 
3 
Fairly useful 
23 
21 
21 
19 
19 
18 
17 
15 
15 
13 
13 
13 
13 
9 
1 
Not useful. 
28 
19 
16 
16 
J..5 
11 
9 
6 
5 
4 
3 
3 
2 
Medical terminol.ogy 
Anatomy and physiol.ogy 
Medical laboratory techniques 
Medical dictation and transcription 
Pharmacol.ogy 
Psychology 
Pathology 
Bacteriol.ogy 
Personality development 
Red Crose first aid 
Medical. orientation lectures 
Volunteer hospital work 
Business organization 
Should be 
Strengthened 
1.3 
9 
8 
6 
6 
5 
5 
5 
5 
4 
4 
4 
2 
The subJects not checked by the greatest number of graduates are 
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bacteriol.ogy, 12; Red Cross first aid, nine; pathology, nine; pharmacology, 
nine; speech, eight; law, eight. Red Cross first aid has not been offered 
since 1948, and the other five courses are not required. 
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TP.BLE XVIII 
HOSPITALS WHERE VOLUNTEER WORK WAS DONE 
Name of hospital All Classes 
Massachusetts General Hogpital 
Massachusetts Memorial Hospital 
Boston City Hospital -
Children's Hospital 
Lawrence Memorial Hospital, Medford, Massachusetts 
Pratt Diagnostic Hospital 
State Hospital 
Beth Israel Hospital 
Boston Lying-In Hospital 
Bristol, Connecticut Hospital 
Community Workshop 
CUshing Veterans Administration Hospital, 
Framingham, Massachusetts 
Eastport, Maine Hospital 
Franklin County Hospital, Greenfield, Massachusetts 
Runt Memorial Hospital, Danvers, Massachusetts 
Lawrence General Hoapi tal, Lawrence, Massachusetts 
Melrose Ho.spi tal, Melrose, Massachusetts 
Mercy Hospital, Portland, Maine 
Mount Auburn Hoapi tal, Cambridge, Massachusetts 
New England Deaconess Hospital 
Newton-Wellesley Hospital, Newton, Massachusetts 
Peter Bent Brigham Hospital 
Quincy C1 ty Hospital, Quincy, Massachusetts 
Robert Breck Brigham Hospita~ 
Private doctor's office 
United States Waves 
ll 
8 
5 
4 
2 
2 
2 
l 
1 
l 
l 
l 
l 
l 
l 
1 
1 
l 
1 
1 
1 
l 
l. 
l 
l. 
The distribution of graduates among the various hospitals and offices 
for volunteer hoapi tal work, a three weeks' project required of all graduates, 
is shown in TABLE XVIII. Twelve Boston hospitals are represented in the 
list of twenty-four hospitals. Four graduates received their training 1n 
private doctors' offices and one graduate received her training as a 
Pharmacist' a Mate in the WAVES. 
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TABLE XIX 
TITLE OF THE POSITION Fn:.LED AS VOLUNTEER 
Claea Claee Class Class Class Class Class 
Title of positi on of of of of of of of All 
1943 1944 1945 1946 191~7 1948 19h9 Classes 
Secretary 2 1 · 2 7 9 21 
Clerk-typist 1 1 2 2 4 1 11 
Clini c clerk 2 1 1 4 
R•••rd ~••m alerk 2 1 1 3 7 
S\ u0.• l!L"\ nurse 2 2 
F.ece:ptionist 1 1 2 
JJaboratory technician 1 4 ") ~ 
Pharmacist ' s Mate 1 1 
No answer l 1 2 4 
In TABLE XIX is shown a tabulati on of the number of gracluates of each 
claas, whose titles while completing the volttnteer :proJect fell i n eight 
categories: secretary, 21 grad.uatea; cl erk-typist, ll; record room c~erk, 
seven; laboratory technician, five; clinic clerk, fot~; student nurse, two; 
receptionist, two; pharmacist ' s mate , one. Four did not answer the 
questi on. 
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TABLE XX 
CotJRS'ES OR TRAINING RELATED TO TRE WORK OF TBE MEDICAL SF.CRFI'ARIES 
TAKEN SINCE LE:A VING FISHER 
Class Class Class Class Class Class Class Courses taken of of of of of 
' 
of of All 1943 194h 1945 1946 1947 1948 1949 Classes 
Audiometry l l 
Chemistry- l l 
College anatomy and 
physiology 
1 l 
Doctors• office 
procedure 
l 1 
Hoapi tal training l l 
Laboratorr techniques l 2 l l 5 
Medical shorthand 2 2 
Psychology 2 l l 4 
X-ray techniques 2 l 3 
None l 1 6 10 14 32 
No answer 1 1 3 5 
TABLE XX shows the courses or training related to their work, taken 
since graduation from Fisher. Five graduates studied la.borator;y techniques; 
four, psychology; three, X-ray techniques; two, medical shorthand. One 
graduate took each of the.following courses: audiometry, chemistry, college 
anatomy and physiology, doctors • office procedure, hospital training~ Thirty-
two graduates had taken no postgraduate work. Five graduates did not answer 
the question. 
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TABLE XXI 
GRADUATES' RECOMMENDATIONS FOR ADDITIONS TO 
THE MEDICAL SE:.CRETARIAL CURRICULUM 
Subjects or training All Classes 
More practice for skill in laboratory techniques 6 
Greater stress on medical terminology and dictation 4 
More specialized laboratory techniques 3 
Pharmacology 3 
Use of instruments and sterilizing 3 
Work in doctors• offices 2 
Intensive anatomy and physiology course 2 
Some X-ray technique 2 
Practical telephone techniques 2 
Psychology 1 
More visual education 1 
Medical t~anscription from dictaphone 1 
Chemistry 1 
Effective personality course 1 
Pathology 1 
Taking venous blood 1 
None 9 
No answer 20 
As shown in TABLE XXI, some subJects or training not offered at Fisher, 
but recommended by a few of the graduates as helpful additions to the program, 
are listed. From tvo to six graduates recOl!lllendad more practice for skill 
in laboratory techniques; greater s tress on medical terminology and dictation; 
more specialized laboratory technique; pharmacology; use of instruments and 
sterilizing; vork in doctors• offices; intensive anatomy and physiology course; 
some X-ray technique; practical telephone techniques. One graduate listed 
each of the following: psychology, more visual education, medical tranecrip-
tion from dicta phone , chemistry, effective personal! ty course, pathology·, and 
.. 
taking venous blood. Nine graduates did not recommend any additions to the 
course. 
TABLE XXII 
OPINIONS OF THE GRADUATES AS TO THE ADEQUACY OF THE TRAINING 
TO MEET REQ.UIREMElfl'S OF TBE FIBST JOB 
Opinion ot adequacy of All Classes 
Fisher trainiilg 
Yea 48 
No 7 
No answer l 
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As shown in TABI.E :XXII, 48 graduates found their training au:f'ficient 
for the first job, seven found it not suff icient, and one did not answer 
the question. 
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·cHAPTER V 
SU!+fARY OF FINDINGS Aim IECCM4ENDATIONS 
1. ~Phe ruean start ing salary has increased over the seven years 
co.vered by the survey from a range of $25-$29 in 1943 to a range of $30-$34 
in 1949. The classes of 1943-1945 earned a s·tarting salary of $25-$29, . 
wherea.s the classes of 1946-1949 started at $30-$34. 
2. Present salaries range ~rom a mean of $35-$39 for the classes of 
1946 1 1947, and 1949 to a high of $55-$59 for ~he, class of 194 3. The class 
of 1944 shows a present :mean sal.B.ry range of $30-$34, an .. increase of onlf 
$5 over the beginning salary six years ago. The classes of 1943, 1948, and 
1949 show an annual salary increase of $5 a week, whereas the classes of 
1944, 1945, 1946, and 1947 have received smaller annual 1ncreesea. or the 
56 graduates responding, three receive free roam, 11 receive free meals, 
and 13 receive free latmdry of unitoms. 
3. The ma.ximulll. salary possible in the positions presentl,y ·held by the 
graduates ranges from $30 to "$65 and over, " the greatest concentration 
being indicated in the $35-$39 range. 
r 4. Seventeen respondents indicated that an opportunity existed for 
promotion to a higher position. Five of these gr-aduates indicated a 
possible maximum salar1 rang1n8 from "up to $39" to "$80 and above." 
5. Six of the 56 respondents were paid for overtime and two more 
wf:tre given time off to compensate for overtime. 
6. The maJoritY' of the respondents work five and one-balt da1s per 
week with hours from 9:00 to 5:00 o'clock. Nine respondents have irregular 
hours. Four worked an eight-hour day of split shifts, three worked 
additional evenings, and two worked Sundays in addition to regul.ar time. 
7. In the tabulation of the frequency of performance of the :medical 
secretarial duties, each duty or activity was not checked by some 
respondents. It may be assumed that those particular functions are not 
performed by the respondents. Twenty-two respondents did not check 
"working in l.aboratory," and 23 did not check "tiling X-ray plates." The 
other six functions, dictation and transcription of case histories, dicta-
tion and transcription of correspondence, assistins at exam1nations, book-
keeping, tilinB records, and receptionist duties were "often performed" by 
the ma.Jori ty of the respondents. In addition to the eight functions taught 
at Fisher in anticipation of the medical secretaries' .duties and activities, 
32 other duties were listed by the graduates. Those duties listed most 
frequently include assisting with minor surgery, giving injections and 
vaccinations, scheduling operations, makinB out yearly reports, machine 
transcription, taking staff conference dictation, sterilizing instruments 
and gloves, taking X-rays, telephoning, tidying ct'f'ice and examining room, 
and tak1ng X-ray and operating room dictation. 
· 8. Laboratory and medical duties were performed by 32 ot the respond-
ents. Twenty-tour did not answer this question and ma;y be assumed not to 
perform these duties. The maJority of those respondents who performed 
laboratory and medical activities included in their duties sterilization 
of instruments, urinal;ysis, and blood examinations. Twelve other duties, 
not specificall;y included in their training at Fisher, were performed by 
the graduates. 
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9. The majority ot the graduates were of the opinion that the 
personal qualifications of adaptability, confidence, disposition, person-
al.! ty, appearance, conduct, and nat! ve intelligence were very important 
to the success of the medical secretary. 
10. The high school subjects judged by a large majority to be most 
useful in the training of the medical secretary were Latin, biology, 
chemistry, general science, and mathematics. Eighteen respondents 
considered English useful. 
11. · Not including the secretarial skill subjects, the other 
required and elect! ve ·subjects offered in the Medical Secretarial. cur-
riculum . were tabulated according to the degree of usefulness for the 
present Job. A majoritr of the graduates who responded to each item 
indicated as "verr useful" medical orientation lectures, medical 
terminology, medical dictation and transcription, anataay and physiology-, 
volunteer hospital work, business organization, and personalitr develop-
ment. A major! ty of those responding indicated as "tairlr useful;' 
psychology-, and as "not useful," law. At least five graduates consider 
that the follow!Dg subjects should be strengthened: medical terminology, 
medical ·. dictation and transcription, anata~T and physiology-, medical. 
laboratory techniques, psychology, pathology-, bacteriology-, pharmacology, 
and personality development. 
12. Nineteen of the respondents have taken courses or training 
related to their work since leaving Fisher. Five respondents have 
studied laborator y techniqu~~l four have studied psychology-; three, X-ray 
techniques; two, medical shorthand. 
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13. Of the 27 respondents who suggested changes in the two-year 
Medical Secretarial Course, six recODIDlellded more practice tor skill in 
laboratory techniques, four recODIDI8nded greater stress on medical 
terminoloQ and dictation, three recommended more specialized laboratory 
techniques, a course in pharmacoloQ, instruction in the use of instruments 
and sterilizing. Two respondents recODIDended work in a doctor's office, 
an intensive a.natOJDy' and physiology course, some instruction 1n X-ray 
techniques, and instruction in practical telephone techniques. 
14. Forty-eight respondents consider that Fisher training vas 
sufficient to meet the requirements of their first Job. 
RECOMMENDATIONS 
1. Courses in high school biology and chemistry are rec0111111ended as 
prerequisites to the Medical Secretarial Course, and at least a year of 
high school Latin is recommended. General science in the high school is 
also recommended. A high degree of proficiency in mathematics in high 
school is stressed as en important aid to the medical secretary. 
2. The course in personality developaent is nov required ot all 
students. Special emphasis should be placed upon the tmportance ot the 
personal qualifications of adaptability, appearance, conduct, confidence, 
disposition, native intelligence, and personality. 
3. The Red Crose First Aid instruction has already been removed 
fran the curriculum.. The other required subjects are recODmended to be 
:m.intained and the course content strengthened and revised 1n the folio~ 
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subjects: medical terminology, anatomy and physiology, medical laboratory 
techniques. The graduates recODIIIended that the medical laboratory techniques 
course be revised to include more practice tor skill in the basic techniques 
and additional instruction in more of the specialized techniques. The 
graduates also recalllllended that the medical terminology course be given 
only by instructors trained in the medical field. The graduates recom-
mended that the anatomy and physiology course be revised so as to give 
a more intensive training. 
4. The graduates recO'IIIDlended adding a course 1n pbarmacology. This 
subject has already been added as an elective subject. Some of the 
graduates rec0111111ended adding instruction in the use of instruments and 
practice 1n sterilizing them. 
5. Some graduates added a recamnendation that less tiiDe be devoted 
to instruction in the secretarial skill subjects and more time be added 
to the specialized, medical subjects. 
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APPENDIX A 
A SURVEY OF THE GRADUATES OF THE. MEPICAL SECRETARIAL PROGFUUd 
OF THE FISHER SCHOOL FROM 19~3 TO 1949 
1. Name Year graduated 
--------~------------------- -----
2. Home address 
------------------------------~---------------------
3. Home telephone number 
------------------------------
4. Present or last employer 
-----------------------------------------
5. Address 
---------------------------------------------------------
6. Specialized work of employer 
------------------------------------
7. Number of years you have been employed here 
--------
8. Your title 
----------------------------------------
9. (a) Your present salary $ Does it include room , meals 
----
, laundry_ 
(b) Your starting ~alary $ 
----
(c) Yfuat is the maximum salary you can attain in your present position? $ 
---
(d) Is there opportunity for promotion to a hi~her position in your work? 
If "yes", what would be the maximum salary? ----
(e) Are you paid for overtime? 
----
(f) How many days a week . do you work? 5 ( ); 5! ( ); 6 ( ); other 
-----
(g) \1hat are your hours? 9-5 ( ); 8:30-5 ( ); 9-5:30 ( ); 8:30-4:30 ( ); other ___ 
10. Please check the frequency of the following duties perfonried on your present job 
Often Occasionally Seldom 
(a) Dictation and transcription of case histories 
(b) Dictation and transcription of correspondence 
(c) Assisting at examinations 
(d) Working in laboratory 
(e) Bookkeeping 
(f) Filing records 
(g) Filing X-ray plates 
(h) Receptionist duties 
(i) List other duties 
----
--
, Pe.ge 2 
11. Check the following la.bore.tory or medical aoti vi ties which you perf.\erm ~ 
(a) Blood examination (e) sterilization of ins trume·rtt§ 
(b) Urinalysis (f) Temperature, pulse, respiration 
(c) Blood pres sure (g) x-ray 
(d) Metabolism (h) Other 
12. Please check the importance of the follovnng personal qualifications to the 
success of a Medical Secretary 
(a) Adaptability 
(b) Appearance 
( c) Background 
(d) Conduct 
(e) Confidence 
(f) Contact qualifications 
(g) Disposition 
(h) Health 
( i) Native intelligence 
( j) Personality 
Very Important Important Not Important 
13. What duties do you find the most interesting in your job? 
14. Please check those high school subjects which you consider helpful to a 
Medical Secretary ----
(a) Latin (e) German 
(b) Chemistry (f) French 
(c) Biology l g) Mathematics 
(d) General Science (h) Other 
-,.. 
15. Please check the usefulness of the following su~jects as backgraw1d for your 
present job 
(a) Red Cross First Aid 
(b) Medical Orientation Lectures 
(c) Medical Terminology 
(d) Medical Dictation and Transcription 
(e) Anatomy and Physiology 
(f) Medical Laboratory Techniques 
(g) Psychology 
(h) pathology 
(i) Bacteriology 
(j) Pharmacology 
(k) Volunte~r Hospital Work 
(1) Business Organization 
(m) Personality Development 
(n) Speech 
( o) Law 
Very 
Useful 
----
16. At what hospital did you do volunteer work? 
( Give the title of the job you filled 
Fairly 
Useful 
Not Should be . 
Useful Strengthened 
17. What courses or training related to your work have you taken since you 
graduated from Fisher? 
18. Vfuat subjects or training not offered at Fisher would you recommend adding to 
the two-year Medical Secretarial Course? 
19. Was your training at Fisher sufficient to meet the requirements of your first 
job? 
APPENDn B 
LETTER OF TRANSMITTAL 
My dear Mise ----------: 
In order to find out whether the training 
offered at The Fisher School has been an adequate 
preparation for the position you hold or have held 
as Medical Secretary, I am enclosing a. questionnaire 
covering those phases of your high school preparation, 
training at Fisher and any training received since 
Fisher, that have a bearing on your Job. 
I am also interested to know 'tfhat courses or 
training not offered at Fisher you would like to have 
included in the two-year medical course. 
Since your name will not be :published in 
the final tabulations, I hope you will not mind giving 
details of salary and opportunities f'or ad ancement. 
Mr. Fishe:.r, Mrs. Montague, Mise Frievell 
and I are particularly interested in your response, 
and your cooperation in making this survey possible 
will be very ~ch appreciated. 
Two enclosures 
Cordially ;yours, 
Mrs. Lydia Glidden 
Admission$ Counselor 
P. s. I should be very grateful if you would return 
the questionnaire before August eighteenth. 
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APPENDIX C 
POST CARD SENT AS FOLLOW-W 
My dear Mise --- - -----: 
On August eleventh I sent you a questionnaire 
which I hoped you would till 1n ancf return for my 
use 1n a survey of the graduates of the Medical 
Secretarial Course at Fisher. 
It JOU have not recelved a copy or have mislaid 
yours, please let me know so that I may send you 
another. 
Sincerely, 
4? 
